Bl & HLie

A
OAESP ADVISOR

May 2011 - Volume 11 - Issue 5

The survey said ....

Did you miss the

Spring Workshop?
- ' The 2011 Spring Workshop was a great success. Our

May Chapter attendance reflects the upturn in our industry and was almost
Meetings double of our 2010 Fall Workshop.
Email Overload?
— Here is some of the feedback given by the attendees when
asked "What was your biggest "take-away" idea you learned
at the workshop?"

Every bit of it was fantastic. This is probably
one of the best seminars I have attended. I
came away with a lot from every session. Heidi
Bolinger gave me a pile of time-saving tools. I
Nancy R. Temple would have loved to have attended her social
media session. Greg also gave some huge
time-savers that were unbelievable. One of
best ever.

Eleanor Meekins, MSA .... E. Meekins
CPC

Dan Funke, CPC

Doersching was great. Took away too much to
name but great planning ideas, fee negotiation
ideas, other "back to the basics" that is needed
Nancy Burson, cpc | from time to time. I bought Doersching's CD set
as I was very impressed with him. The tech
session was good too.

..... D. Sgro

Evelyn Hronec, CPC,
CPA

Greg Doershing's presentations were excellent.
Was real-world and not theoretical. Two major
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Carl Coco Jr, CPC

Catherine Reynolds,
CPC

Doug McKinney, CPC,

CERS

Adaron Wandtke, CERS

Deborah Miller

| Jin Our Mailing List! |

Join us on LinkedIn

(S

in

Check out the
newest addition
to our website.

We are compiling
some of our best
articles from
industry experts
in one place for
you to refer to
and share with

take-aways:

(1) I will be using technology and e-mail to
better manage my time by letting candidates
and references do some of the work that I did
before in phone calls.

(2) I will be revising my job descriptions to
better connect with candidates.
..... B. Bille

This month our Cleveland Chapter will be sharing some of
the great tips from the Spring Workshop - so if you want to
learn what you missed, join them on Tuesday May, 24th!

We are pulling together the final details for our 2011 Fall
Workshop (09/13/2011). We are also planning a CPC
Immersion for 09/12/2011. Full details in the June Advisor -
don't miss it!

May Chapter Meetings

Baby Steps from 100%
Contingency to 100% Engagement Fees
Cincinnati Chapter Lunch Meeting 05/24

The Best of the Best
Cleveland Chapter Lunch Meeting 05/24

Meet the Experts! (and get your picture taken)
Columbus Chapter Lunch Meeting 05/25

RSVP Required for All Meetings

Effective ways to manage email overload

By: Barbara J. Bruno, CPC, CTS

The amount of email in your inbox is probably increasing each
month. Have you ever tracked how much time you spend
answering email? Are your unanswered emails costing you
possible salese Your greatest challenge is to read, sort,
organize and assimilate the massive amounts of data you're
exposed fo daily. It's easy to understand how you can become
overwhelmed.

Here are some tips to help you handle email information
overload:
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your associates.
If you have an
article for
submission,
please send it to
us!
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TIP ONE: Set Specific Times To Check Your Email

It is not necessary to answer an email the minute you see it
appear - unless you're working a fast paced, high volume temp
desk. It is more efficient if you assign specific times to respond
to your email. This will allow you to stay more focused and will
definitely improve your efficiency.

TIP TWO: Never Touch an Email in Your INBOX More Than Once
You heard me, stop reading the same emails over and over
and overl When you view an email force yourself to do one of
the following:

Delete it immediately

Respond to it

Put it in a folder (more to follow)

Flag it for later action. If you use MS Outlook you can set
’rhe action, time and date of the reminder. This is sfill
procrastinating, but at least you can track the volume of these
follow ups.

5. Ifitis junk, add sender to your blocked sender's list

Aowbd -~

One of the greatest time wasters is reading and rereading the
same email and not taking any action. Obviously the two best
actions fo take are Numbers 1 and 2 from above.

TIP THREE: Sort Your email

Most email programs allow you to create folders and subfolders
to sort your emails. This simplifies your ability to locate important
information you want to retain.

TIP FOUR: Set Up Rules

Set up rules which allow you to automatically sort your email as
it arrives. This is done based on a set of criteria you establish
such as subject line or sender's email address. You can
accomplish this by color-coding the email or by sending it to a
particular folder - even the deleted items folder.

TIP FIVE: Templates

Set up templates if your email provider offers this feature. This
feature saves you an incredible amount of fime for the
responses you send that require the same or similar information
on a regular basis. Creatfe your message based on your pre-
established template and edit as needed.

TIP SIX: Cut, Copy and Paste

Learn how to use the cut, copy and paste functions which are
features in today's operating systems and office suites. You
can cut and paste information from one document to another,
saving typing time. Copy from other documents and just paste
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TIP SEVEN: Delete is Always an Option

emails you receive from mel

TIP EIGHT: Signature Line

the information intfo your emails. Once you learn how to use
this feature, you will wonder how you ever lived without it!

Realize that your ability to hit the X or the delete key is the best
way to eliminate data. That of course does not apply to the

You can use different signatures for different parts of your
business. You might want to utilize a different signature line for
clients and candidates. Most people use only 20-30% of their

email program's capability. If you increase your usage to just

50% you will become more efficient.

Invest some fime in learning more of the features of your email
program and then customize it to work the way you want it to.
This will help you manage your email much more efficiently and
will enhance your ability to increase your production!

If you own Barb's Top Producer Tutor - Do you know what
changes to make to take advantage of current trends?
Special Discounted Pricing is now available for Barb's 26-week
Strategic Management Tutor. If you have questions, call our

office 219.663.9609!
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